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INSTRUCTIONS FOR SPECIFIC LINE ENTRIES

GENERAL

1. Copiesandmailing. Eachform will be preparecandmailednotlaterthan
December 15 following the end of the fiscal year to:

GeneralServicesAdministration
Federalehicle Policy Division (MTV)
1800F StreetNW

WashingtonDC 20405

2. Reportablevehicles For purposef thesenstruction,"reportablevehicles"will

include all sedans, station wagons, buses, ambulances, carryalls, trucks, and truck
tractors. Included are all vehicles of the types named which utilize alternative fuels as
defined in Section 301 of the Energy Policy Act of 1992 (P.L. 102-486) when these vehicles
are integrated into the normal Agency fleets. Alternative fuels include, but

are not limited to, methanol, ethanol, natural gas, propane, and electricity.

"Reportable vehicles" excludes semi-trailers and other trailing equipment such as pole
trailers, dollies, cable reels, trailer coaches, and bogies; trucks with permanent

mounted specialized equipment; fire trucks; air compressors, etc.; motorcycles; and
military design vehicles described in FPMR 101-38.

Domestic fleets, foreign fleets and small fleets are defined in FPMR 101-38.

Fleets held by independent establishments usually will constitute both large and small fleets,
but not both. Data for a small fleet will be reported on in Section I, 1, and 1V; large fleets
must be reported in all sections.

Fleets owned by departments may constitute both large and small fleets. For example, a
department may have ten bureaus, of which two own 2,000 or more reportable vehicles,
worldwide. Each of these large fleets will be reported separately on a Standard Form 82,
except that if a fleet comprises domestic and foreign vehicles, two Standard Form 82 will be
prepared. In this example, the department would prepare a summary Standard Form 82 (two,
if domestic and foreign vehicles are involved); this summary would include Sections |, lll,

and IV data for all vehicles held by the department, but Section Il would summarize only the
data reported on the separate Standard Form 82 for the two large fleets.

DATA ENTRIES

Data for each line of this form will be reported by til]pe of motor vehicle as indicated in the
column headings. Indicate in each entry, if other than standard measurement (i.e., )
gallons/miles). Instructions for specific line entries, below, correspond to line items on this
form.

Do not include GSA Interagency Fleet Management System (IFMS) vehicles in
SECTION I - Agency-owned and Leased Vehicles

1 AgencyOwnedVehiclesOnHand Recordonly the numberof vehicles(of each
type)availablefor use,including anyreservestorageasof SeptembeB0. Exclude

anyvehiclesorderedbut notreceived andanyvehiclesremovedrom storage
awaitingdisposal.

2 AverageCommerciallyL easedvehicles Thisentryis determinedy addingthe
numberof commercialeaseson handfor eachmonthin thefiscal year,then
dividing by 12.

3  TotalCommercialeaseCost Entertotalamountfor commercialeasesduring
thefiscalyear. Includepaymentso lessorsandall costsassociateavith using
thevehicle(fuel, maintenance/repairsic.).

SECTION Il - Agency-owned Vehicles (Large fleets,2,0000r
more vehicles)(Roundedto nearestdollar).

4 FuelCosts List all fuel costsattributableto specificvehicletypes(see
CostClassificationChart.

5 Direct MaintenanceCosts List all maintenanceostsfor work which can
be attributedto specificAgency-ownedrehicles(seeCostClassification
Chart).

COST CLASSIFICATION CHART

DIRECT COST

CATEGORIES IN-

DESCRIPTION DIRECT
OPERA- [MAINTE-| COSTS
TIONS | NANCE

PERSONNEL LABOR COSTS (MILITARY AND CIVILIAN)
Driver testerdwhenfundedby transportation) X
Headquarters, Regional, and other overhead personnel.

x

Individuals in charge of both operations and maintenance
(if applicable)

Inspectors, estimators, cost clerks, dispatchers, maintenance
planners, production control personnel
Maintenance officer, service manager, and shop supervisors. X

Mechanics, machinists, welders, painters, lubricators, and other allied X*
craftsmen who perform labor on reportable vehicles.

Service station attendants, supply personnel, shop stock
personnel

Tire and battery repair. X* X
MATERIALS COSTS
Fuel(all including alternativefuels) X
Motor oil, lubricant, fluids X* X
Replacement parts X**
Pre-expenseiiems(benchstock) X
Equipment needed to meet special operating reql_Jirenjent X
(such as cargo covers, sideboards, racks, fire extinquishers).
MISCELLANEOUS COSTS

Maintenance when accomplished by facility other than that
controlled by the Agency.

Custodial office supplies printing (forms) etc. X
Printing identification insignia X
Preventive maintenance X
Rental of commercial buildings

Repairof accidentdamaggincludingall directlabor, parts,
accessories, and materials used)

Washing, polishing, and servicing
Small tools and equipment
Utility costs
Capital improvements to facilities
FOOTNOTES:
*Charge as direct if a work order is issued; charge as indirect for minor work not on a shop

repair order.
**Charge as direct if a work order is issued unless these are pre-expensed items.
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6.

IndirectCosts Includeall costsfor work not readilyidentifiableto specific
vehicles including all applicable overhead costs from the Headquarters or
Central Office level down through the field operation level. GSA will
distribute agency’s overall cost to the specific vehicle types using the
same formula for all agencies. DO NOT INCLUDE DRIVER'’S SALARIES.

Total Cost Providethetotal directandindirect costto operateand
maintain Agency-owned vehicles. Add lines 4, 5, and 6. This is optional

for an agency to complete. If left blank, GSA will perform the calculations.

Total Miles/KilometersOperated Enterthe numberof miles/kilometers
operated by Agency-owned vehicles for the fiscal year (round to nearest
thousand). Note in "Remarks" if kilometers are used.

SECTION Il - Sedan/Station Wagon Inventory Data

Break down the total number of Agency-owned vehicles shown on line 1,
column (b) by vehicle class, and the number of commercially leased
vehicles (leased for 60 days or more), line 2, column (b). Do not include
GSA IFMS vehicles. IFMS data to be provided directly by GSA.

SECTION IV, PART A -

Agency Owned and Commercially Leased- Total fleet vehicles by fuel

type, on hand. The number of vehicles reported here should be the same
as reported in Section |, Agency Owned and Leased Vehicles for all
vehicleson handfor thefiscal yearendingSeptembeB0. Do not include

GSA IFMS provided vehicles.

SECTION IV, PART B -

Acquisitions Owned and Leased (Vehicles on Hand as of September 30).
(Do notinclude GSAIFMS providedvehicles). This sectionis for DOE
energy reporting requirements.

The following categories pertain to both sections:

Fuel Type. Themajorfuel typesarelisted,includingalterantivefuels. Thealternativefuelsareas
defined in the Energy Policy Act of 1992.

Total Vehiclesin Fleet. List in PartA, thetotal numberof vehiclesby fuel typein your fleet asof
the end of the reporting period.

VehiclesAcquiredThis Year. List in PartB, the numberof vehiclesby fuel typeacquired,

commercially leased, or converted during the reporting period. A flexible fuel or bi-fuel vehicle
should be shown only in the appropriate alternative fuel column (do not show in the gasoline
column also). For example, a vehicle capable of operating o either E85 or gasoline would show in
the ethanol column. A similar vehicle capable of operating on natural gas or gasoline would be
shown in the LNG/CNG space.

GasolineEquivalentGalons/Liters.List the gallons/litersof fuel usedby type (notein "Remarks"if

liters are used). For fuel usage, a gallon of E85 (85% ethanol, 15% gasoline) would be shown under
the ethanol heading. A gallon of gasoline with a 10% ethanol additive would be shown under the
gasoline heading. For alternative fuels (anything other than gasoline and diesel), the agency is to
convert the fuel used into gasoline equivalent gallons (GEG) using the conversion ration table on
page 2 of this form. If other fuels are used, develop a (GEG) factor by dividing the heat content of
the fuel in Btus (higher heating value) by the heat content of a gallon of gasoline. Use 125,000 Btus
for gallon of gasoline.
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